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The Service Award Eligibility Report is designed to show employees who have years of service 

in increments of 5 years up to 50 years – including those that will have that 5 year increment of 

service during the whole year.  For example, if the report is run for February, some employees 

will not officially have 5 or 10 or 30 years of service until September or even December; their 

information should still appear on the report.  This report uses the Agency’s headcount for the 

current month as an employee base.  It then will show the employees who will be eligible for an 

award any time within 12 months of the user’s selected input month.  Using the agency’s current 

month headcount allows the agency to see projected service awards for employees that did not 

belong to them previously but are now part of the agency’s current headcount.   

 

NOTE:  Eligibility projections are based on the last known length of service (LOS) value 

provided by Time Eval.  If there were any errors in the Time Eval process, this would affect what 

you may see listed as the employee’s Estimated Months of Service.  Time Eval generally give us 

the Months of Service accrual once Time Entry has been approved through mid-month.  If the 

current month is selected for the Calendar Month/Year input and this report is run prior to mid-

month, the Estimated Months of Service value may not reflect the updated value for the current 

month. 

 

* Filter on: 

 

 
 

 

*Report  

 

 
 



B0079: Service Award Eligibility Report 

 2 

4/3/2012 3:21:00 PM 

 

* Initial Selection Criteria 

 
 

* Additional Selection Criteria 

 

 This report pulls from IT0001 – Organizational 

Assignment, IT0002 – Personal Data and 

IT0000.  You run this report for one or 

multiple Organizational Units and Employees.  

You can use Free Characteristics to add 

additional data to the report. 

 

 ‘Columns’ and ‘Rows’ show the field 

selections that are displayed on the report. 

 

 ‘Free Characteristics’ show the additional field 

selections that can be dragged and dropped in 

and out of the report. 

 

 This report lets you view employees who are 

due a service award any time within 12 months 

of the selected month. 

 

 

 


